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The Records Management Program

1. The Retention Schedule

The Retention Schedule is the heart of the management program at the NH State
Archives. The purpose of the schedule is to define the types of records (“records series’ or “records
group”) that will be transferred to the Records Center. It aso sets a schedule for how soon the records
may be sent by the agency to the Records Center, and how long this repository will keep the records.
The total of how long the Agency keeps the records and how long the Records Center keeps the
records should total AT LEAST the minimum legd/fisca/higtorica need for the records. When thereisa
specific need, arecord may be kept longer than the scheduled retention, but awritten explandtion is
filed with the Records Center with areason for the longer retention and an indication of the records may
again be consdered for disposal.

While the schedule should cover dl agencies whether they use the Records Center or not, the
Records Center has never had enough gtaff to alow the establishment and updating a schedule covering
ALL date records. At the moment, only those records sent to the Records Center are included in the
State Retention Schedule. The schedule is set by agreement with the agency desiring to Store records
and the Record Center.

New Hampshire Division of Records Management & Archives

RECORDS RETENTION AUTHORIZATION

Approved by State Records Manager

Diepartment: Division
Ttem No. Suffix No. Record Description Approved Retention
Office  Record Cir Totl
Prepared By - j
Signanwre Tvped or printed name Dats Signed Tele
Approved By
Signature Tvped or printed name Title Date Signe

Signanre Date

Approval to begin transfer to Records

[Exhibit 1a: Records Retention Authorization Form]




New Hampshire Division of Records Management & Archives

RECORDS RETENTION AUTHORIZATION

Approved by State Records Manager

Department: _ Commission (077) Division: __F nforcement (02)
Ttem No. Suffix No. Record Desciption Approved Retention
Office Record Cir Total

01 02* | Direct Shipping Records 2 3 7
01 03 | Miscellaneous l -- 1
Prepared By j j _

Signature Tvped or printed name Date Signed Telep
Approved By j

Signanwe Tvped or printad name Title Date Signac

Signatire Date

Approval fo begin transfer to Records

Director/State Archivist Date

[Exhibit 1b: Records Retention Authorization Sample Form]

The schedule begins by the agency staff listing the types of records they create and the reason
for (or purpose of) that record. This should be quite specific, listing form numbers, etc. Abbreviations
should NOT be used.

Using the lit, the agency and records management staff need to research the state and federd
datutes, and adminigrative rules to determine if any of the listed record series have mandated retention
schedules. Most do not. For those series without mandated retention, two methods are used: 1) agency
experience, and 2) amilar Stuations. The experience of the agency personne in how long the record
seriesis used for any reason probably shows the natura longevity of the series. Considering how often
the agency needs records of a certain age will probably show the retention schedule.

For example, in agiven period (week, month, year, etc), an agency requests records with the
following ages

70 records requested in the last week,
55 records 2-4 weeks old,
40 records 4-52 weeks old,
18 records 1-2 years old,
5 records 2-3 years old,
2 records 3-4 yearsold,
1record 4-5yearsold,




no records older than 5 years.

In this example, the natura retention schedule may be 5 years, though probably even 4 years would be
acceptable. RSA 5:38 authorizes agencies to use retention schedules of 4 years, unless there is and
overriding need for shorter or longer schedules. The second method would be to ask other state or
federa agencies handling Smilar record series what they use for a schedule. These two methods can be
used jointly to balance each other.

State of New Hanpshire Retention Schedul e
Divisionltem Retention Code Description In office Total
Type

029-01 Securities General Records

029- 01- 01 General Records
029-01-01-01 Applications & Correspondence:
029-01-01-02 Application for License: Blue Sky
029-01-01-03 Applications, |Investment Trust
029-01-01-04 Correspondence: Blue Sky, M sc.
029-01-01-05 Investnment Trust Documents

NN ON
NN~
nw unnunuon

[Exhibit 2: Sample Retention Schedul €

The Retention schedule is currently maintained on a database and lists nearly 2600 records types.

2. Issuing Box Labels

At the gppropriate time in the retention schedule, the agency will need to estimate the number of
box spaces needed to transfer eigible records to the Records Center. Two boxes hold a little more than
one file cabinet drawer. Legd szed files (8.5x14) will require three boxes. The agency will then contact
the Records Manager and communicate how many boxes are needed. The Records Center Saf will
issue box labds. The agency should purchase Paige Miracle Box No. 15 from the Correctiona
Industries at the New Hampshire State Prison. Any unused |abels should be returned to the Records
Center.

The box number is aunique identifier. The label with that number should be affixed to the lower
left corner of the forward end of the box (in other words, the file folders should be placed in the box so
that that folder |abels face the end where the box labdl is attached at the lower let corner). In the case
where Lega sized folders (14 inch folders), the folder labels should face the left Sde of the box. There
should be no writing on the outside of the box, and boxes should not be sealed with tape.



3. Trandferring Box of Records
Once the agency has the boxes and labdls, it is able to proceed to put the inactive
records into the boxes. Asthe agency staff doesthis, they should keep alist of which files arein which
boxes. PLEASE NOTE: “inectivefiles’ are files which are needed occasondly. Any filesthat are used
frequently should NOT be sent to the Records Center.

If the agency maintains a database or index system of their files, the contents of the box may be
amply arange: for example, aportion of the aphabet, or range of file numbers. Filing chronologicaly is
not as effective amethod, but in rare cases, may be acceptable. If the transfer list that will accompany
the boxes is the soleindex, EVERY FILE in the box must be listed.

Once the boxes are packed, the agency staff will fill out form RM-120 (Transfer List). This
formisatriplicate carbon form, with severd spacesto befilled in by the agency. The Records Center
accepts the same form created on computers (a single printout must be submitted to the Records
Manager) and has a Microsoft Word template.

FROM TRANSFER
RECORDS AGENCY LIST NO.
TRANSFER LIST
. DIVISION DATE
State of New Hampshire
AGENCY DIVISION
NO. NO. PAGE OF
ITEM NO. LINE RECORD TITLE AND RANGE (ALPHA-NUMERIC) YEARS

BOXNO. & SUFFIX NO.

COVERED

Start listings near margin — USE NOT MORE THAN 50 CHARACTERS




SHELVED BY

DATE

FORWARDED TITLE DATE
BY

NUMBER OF CUBIC FEET

SHIPPED TO RECORD CENTER VIA

POSTED
BY

DATE

RECEIVED TITLE DATE
BY

[See exhibit 3: RM-120, Transfer List Form]

When the trandfer list is complete, the agency should emal, fax, or messenger mail the
completed ligt (multiple pages, if they are needed) to the Records Center for entry on the Records
Center database. The arrival of the trandfer list Sgnals the Records Center g&ff that the agency is
prepared to have the boxes of records picked up, and schedules that pickup by Records Center Saff.

[abox number followed by "-W" indicates the box is stored a the Main Street Warehouse, and "-K"
indicates the box was once stored in the Kent Building],

The transfer list is used to add the information about the records to the "agency inventory”
maintained on the Records Center database. There are now approximately 75,000 records on the
database to manage the 60,000 current boxes. The database registers the existence, box number,
location, brief content description, date of records, and date of disposa digibility as well asthe transfer
list number (assgned by the Records Center staff on receipt) and date of the transfer ligt.




Retention Types are shown by the following codes:
C CHECK box to identify contents
D Due for destruction (no longer used)
E Contents of the box have been archivaly processed, and the box no longer exists as an
entity (the records should be found using Archives finding aids)

F records must be microfilmed before destruction

K Box was kept by the agency and not transferred to the Records Center

L Records must be preserved until Legid. Budget Admin., or other recognized, audit

M MOVED TO [gives new box number or locetion]

N NOT on shdf (location of records is not known)

@] Obsolete retention Schedule — no new records accepted under this code

P Permanent

R RETURNED to agency permanently, in leau of destruction

S “Scheduled”, meaning that eventudly the contents of the box will be disposed

U Unidentified, optiond, or varied retention schedule according to the needs of the
Agency

X records were destroyed

Division Inventory with Locator

Depart ment Ret enti on Code End Dat e Contents of Box At # Box #T/L Loc
080- 01- 01- 01 M scel | aneous
12/ 31/ 1977 FI NANCI AL RECORDS 502091 502091 3568 502-09
12/ 31/ 1977 FI NANCI AL RECORDS 502101 502101 3568 502-10
12/ 31/ 1978 FI NANCI AL RECORDS 502093 502093 3568 502-09
12/ 31/ 1979 FI NANCI AL RECORDS 502083 502083 0 502- 08
12/ 31/ 1979 FI NANCI AL RECORDS 502102 502102 3568 502-10
12/ 31/ 1980 FI NANCI AL RECORDS 502082 502082 3568 502-08
080-01-05-01 Correspondence
502114 502114 0
12/ 31/ 1975 TRANSPORTATI ON HUB 502081 502081 3568 502-08
12/ 31/1976 RADIO -- I CC 502132 502132 3568 502-13
12/ 31/ 1977 M SC TRANSPORT -- US 502131 502131 3568 502-13
12/ 31/ 1977 URSA 502104 502104 3568 502-10
12/ 31/ 1978 B&M LEGAL -- FEDERAL 502123 502123 3568 502-12
12/ 31/ 1978 VALENTI NE MAT - - 502124 502124 3568 502-12
12/ 31/ 1979 BUDCETS -- STAFF 502112 502112 3568 502-11
12/ 31/ 1979 FRA CORRESP - - 502113 502113 3568 502-11
12/ 31/ 1979 URSA 502111 502111 3568 502-11
12/ 31/ 1980 CONSULTANTS -- FRA 502121 1172676 3568
12/ 31/ 1980 GOV SALMON 502122 1172677 3568
12/ 31/ 1980 SHAI NE 502103 1172675 3568
12/ 31/ 1981 RAIL REHAB 502092 502092 0O 502- 09

Key:

End Date: last date any of the files were closed, or completed.

Alt Box#: old box number

Box #: currently valid box number

T/L: Number of Transfer List covering that box

Locator: where the box is currently stored (subject to unannounced change)

[Exhibit 4: Agency I nventory]




The records which are transferred to the Records Center remain the responsibility of the agency
which created them. The Records Center is only the custodian of the boxes. All public requests for
information are referred to the creeting agency, which is expected to request the files and then share the
information with the public. Thisis done for reasons both of confidentidity (in many cases) and
professond expertise (inability to answer questions about the records). Exceptionsto this policy must
be clearly authorized in advance in writing (faxes are accepted) stipulating the name of the authorizing
gaff member, the name of the person dlowed to review the file and which file they are authorized to use
("use" includes viewing, and photocopying dl records in thefile).

4. Recdling Records
When the agency needs afile that has been "archived” (actudly, sent to the Records
Center), they need to notify the Records Center. The current preferred method of noticeisafax. There
is presently no required form for requesting files. The request mugt give the following information:

a the name and delivery address of the agency requesting the file (they may only request
their own files, if they need the file of another agency, THAT agency must
request the file and send it to the agency who needs it);

b. the name and phone number of the person requesting the file (MOST agencies have
one or two authorized people who request files for al agency staff [these people
are occasionally known as "record custodians’);

c. the name, number or identification of the file needed (specify "entire box", if desired);

d. the box number where the file is stored;

e. the date of the request;

f. agency, divison, item & suffix codes
(these codes are the four elements that make up the “retention code”;

g. any specia instructions or comments.




Record Request Form

Requestor Completes first section:
Name of Requestor:
Name of Requestor’s Department:
Department Code: Division Code:
Name of Requestor’s Program:
Physical location of Requestor:
Phone number of Requestor:

File Name:

Supplementary file name/number:
Year file was closed: Box Number:
Transfer List Number:

Archives Use Only:
Not Found
Reason:

[Exhibit 5: Request Form|

When received at the Records Center, the request is entered on the database, and a sheet is
printed to direct Records Center staff to the file the agency needs. The sheet isléeft in the box where the
filewas found as a marker of where thefile will be replaced when returned to the Records Center.
When the file is removed from the box, the records clerk marks the box number, the agency, and
requestor's name on the file and attaches a folder barcode label to facilitate accurate ddivery and refiling
when the fileis returned. If the file can not be found, the reason is noted on the sheet and sent to the
requestor of thefile. NOTE: “N.F.” means “not found”.

5. Disposal of Records

The Record Manager will annudly prepare adisposd list for each agency. The Records
Center daff uses the "agency inventory” [mentioned above under "3. Transferring Boxes of
Records"] to query, sort and print the disposd list. Theligt is addressed to aresponsible person, often
the records custodian, or the adminigtrator or director of the office. The digposd ligt is sent to the
agency, and should be reviewed by responsible staff, and signed to approve of the disposa. Any
exceptions to disposad must be requested in writing, showing compelling need to keep the records, and
aproposed new disposal date for that record. All records due for disposal, but lacking authorization for
disposa will be returned to the agency permanently after a reasonable time has €l gpsed.

After abox of records has been destroyed under the agency authorization, the Records
Center staff enters a reference to the authorization, the date and method of disposa on the database.
The box number will not be used again. Digposal of an agency’ s records does not mean the agency has
apriory to the space made vacant.
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State of New Hampshire
Department of State

Division of Records Management & Archives
71 South Fruit Street
Concord, New Hampshire 03301-2410
(603) 271-2236 (fax) 271-2272

Commisioner
XXXXXXXXXX Commission
50 xxxxx Street
Concord, NH 03301

XXXXXX Commission (077-02)
Dear Commissioner:

| am attaching a list of boxes, which are eligible for disposal at this time. The Retention Schedule
for these four boxes requires that the contents be microfiimed before the originals are destroyed. Three of
the four boxes have already been filmed by our staff, and the fourth box is in the process of being filmed. We
would appreciate it if you would please sign (or have an authorized representative of your Division sign)
below and initial the sheet with the list. Then return the entire list to Records & Archives, to authorize us to
destroy the records listed (once we have met the microfilming condition). If records listed here must be
retained, | need a letter explaining the necessity and a new disposal date.

Sincerely,
Brian Nelson Burford

State Records Manager
bburford@sos.state.nh.us

l, , hereby authorize the disposal of the records listed above
according to the appropriate Retention Schedule for those records.

Signature Date

TO BE COMPLETED BY ARCHIVES STAFF
(quantity) records disposed , 2001 by

(method). Signed

[Exhibit 6: Sample of Disposal List Cover Letter]

[Exhibit 6a: Sample of a Disposal List Cover Letter]
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2002 Division Destruction Report for:
CXOOXXXXX CXXXXXXXS

023-04-01-01 Applications & Orders, Motor

Al't Box # Box # Locator Description To Date Disp Date TL #
174091 174091 174-09  Acworth -- Northwood 12/31/1901 12/31/1908 4332
178152 178152 178-15  Nottingham -- Unity 12/31/1901 12/31/1908 4332
431114 1172605 CAROL'S-- FOX TRANS 12/31/1987 12/31/1994 5466
431121 1172606 FRALLEY & S--LANDRY & R 12/31/1987 12/31/1994 5466
431113 1172604 ICC FORM B's: A&A -- CAROL 12/31/1987 12/31/1994 5466
431122 1172607 LANDRY, D --PLYMOUTH 12/31/1987 12/31/1994 5466
431123 1172608 POE BROS-- TOZIER 12/31/1987 12/31/1994 5466
688043 688043 688-04 LOTUBINGO STAMP 12/31/1993 12/31/2000 7396
688041 688041 688-04 TRANSMITTALSA--L 12/31/1991 12/31/1998 7396
688042 688042 688-04 TRANSMITTALSM --Z 12/31/1993 12/31/2000 7396
Grand Total 10

[Exhibit 6b: Sample of Disposal Report]

6. Transfer of Records To ARCHIVES
At the present time, this "trandfer” to the Archives (same building as the Records
Center) isan informa process done at any time thought gppropriate by the State Archivist and Records
Manager. Some gtates require thisto be aforma process, indicating when the creating agency loses
control over the records, and the Archives assumes the respongbility for them. They become open to
public use a the Archives at thistime.

7. General Records Destruction Natification

The above processis designed for your agency program records (e.g., documenting the
program your agency administers). General, or adminigtrative, records created by your agency which
document the adminidrative details fal under the Generd Records Degtruction Notification This notice
isissued every January by the State Archives to advise agencies to eiminate unnecessary records such
as old budget documents, receipts, personnel and travel forms, disbursements, outdated contractua
records, etc. The Generd Records Destruction Natificationis found on-line at
http://Aww.state.nh.us/'state/destruction.pdf.
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The Paper Forms Presently Used
Electronic versons of these forms are acceptable, and generaly available on request as a
Microsoft Word templates from the Archives.

1. Records Retention Authorization form
2. The Retention Schedule

3. RM 120: Transfer List

4. Request Forms

5. Agency Inventory

6. Disposd List
Questions should be addressed to:

Brian Nelson Burford, State Records Manager
Divison of Archives and Records Management
New Hampshire Department of State

71 South Fruit Street

Concord, NH 03301-2410

(603) 271-2236

(fax) 271-2272

bburford@sos.gtate.nh.us
Revisions:
04/22/1998 bnb
04/24/1998 bnb box address [incl W& K], title page & "contents', box status
codes, reuse of spaces
08/19/1998 bnb convert to Word document, add frames, add section on general
records destruction
05/22/2002 alb add examples as hyperlinks, edit text
12/31/2003 bnb add illustrations

S\ArchdataRecords\recman.doc



